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License Renewal Application

Purpose

@ This job aid covers how to apply for a license renewal in the Provider’s portal.

81 18 Business Role(s)

* Providers
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License Renewal Application

You are eligible to submit a renewal application within 90 days of your expiration date. You
will receive an email notification 90 days prior to the expiration to let you know to take action
on the Provider portal. Follow the steps below to apply for a license renewal:

1. Inthe Apply/Modify menu, select the Applications option.

Ml st rn

2. The Create New Application page is displayed. In the Application Type drop-down
field, select the Renewal option.

Note: If you select the Renewal option in Step 2 and you do not have an active license, you
will receive a message indicating you do not have an active license. In this case, select the
Original Application option to begin your licensing process.

¢ 0

Our records show you do not have an active license. Please select Original Application to begin your icensing process
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License Renewal Application

3. Once you select the Renewal option, the facilities that are authorized to your account are
displayed and you can select the facility for which you need to renew the license. In this
example, there is only one facility selected by default. In the License Type drop-down
field, select the required license type for your facility. In this example, let’s select the
Family Home option and click the Next button.

© Croate New Application

4. All the applicant information and other details are pulled from the existing license and are
displayed in the relevant sections on the Application Details page. Note that you can
click the arrow icon corresponding with each section to expand/collapse the details.
Review the details displayed in all the sections.

We are happy that you have decided to renew your child care license. The information below O Application Deta

outlines what we understand about your child family/group home

=
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License Renewal Application

5. If you want to make any changes in your renewal application such as a name change,
household member change, etc., select the Yes option and select the change that you
want to make. This will trigger a notification to the Consultant. In this example, let’s select

the No option and click the Next button.

I would like to continue my renewal application and I must work
with my child care consultant to correct the following information

" Is there any change you want to make in your renewal application?

— - i m

6. Select the checkbox to confirm the displayed statements. Once you are done, click the
Next button.

» Prosse #v v e Pubemeng M pher
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License Renewal Application

7. Inthe Attestation step, select the checkbox to sign the application and certify that
the details you have provided are true and complete. Then click the Next button.

8. Based on your responses, a document checklist is created for you listing required
documentation needed as part of your application process. At any point during this
process, your Consultant may require additional documentation. Click the Upload
button.

Note: Refer to the Uploading Supporting Documentation Job Aid for detailed
instructions for uploading additional documentation.

'LARA
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License Renewal Application

9. Inthe Upload File pop-up window, click the Upload Files button and select the required
document from your computer. You can also drop your file in this window to upload it.

Note: You will need to turn off the pop-up blocker in your browser to allow the pop-up
window to display that will enable you to select the required document from your computer.

10.0Once you select the required document from your computer, you will see that the file is
uploaded. Click the Done button.

Upload Files

State ID.docx
12 KB o

1 of 1 file uploaded m

11.In the Upload File pop-up window, you can see the uploaded file. You can use the delete
icon on the right of the corresponding document to delete it. In this example, let’s close
the pop-up window.
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License Renewal Application

12.We are back on the Document Checklist step, and you can see that the uploaded
document is displayed corresponding to the relevant checklist item. Click the document
name link to preview the document. Then click the Next button to proceed to the next

step.

_— O mmere Che

»

5

»

»
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13.Click the Pay Now button to pay the required license fee.
Stey
(o B - Fou
KN

Note: When applying via the Provider Portal, checks are not an accepted form of
payment. Only credit or debit card transactions are allowed.

LARA
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License Renewal Application

This will open the payment page in your browser where you will enter your credit card
information. Here, you can click the Next button to make payment using your Visa or

MasterCard credit card. Once you are done with the payment, you will be redirected to the
current License Fee page in the portal.

LARA 2

[T
) O
Watame

Payment Method

State of Michigan LARA CCLB License Payment Page
Welcome to the CEPAS Credit Card Processing Payment Module for CCLB
This process is beng used as & secure means of processing credit card authorizations
Payment may be made with a valid Visa or MasterCard credit card

To begin the payment process, click on "Next” in the box below

Choose Method Of P-vmem

Pay with new sccount

*  Pay by credit eard

-m:’:

14.0nce you are done with the payment, you will be redirected to the current page where

the Fee Paid checkbox will be enabled. Then click the Submit button to submit your
renewal application.

Steps

0O Ucwme For

q
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License Renewal Application

Once you click the Submit button, the renewal application is automatically displayed with
the status of Submitted. Note that you can refer to this page to check the status of your
application as it goes through the stages of review and approval by CCLB. You can also click
the Open Application button to open your application and view the details you have
provided and the documents that you have submitted.

Child Care Licensing
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